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Ref er ence:

Labor Agreenent: Queen Cty Lodge No. 69 Fraternal
Order of Police and the Gty of Ci ncinnati.

Cty of G ncinnati Personnel Policies and Procedures
Pur pose:

To establishing a procedure for the managenent of
donated tinme prograns, while providing relief to

sworn and non-sworn enpl oyees seeking relief from
hardshi ps resulting from nedi cal conditions.

Pol i cy:

The donor and the enpl oyee receiving the donated
time need not work in the sane agency, nor be in
the sane classification (i.e., lieutenant to police
officer, police officer to clerk typist).

Pr ocedur e:
A, Sworn Enpl oyees:

1. Wen it is brought to the attention of a
unit conmander that an enpl oyee's sick tine
credit has been or is about to be exhaust ed.
The unit commander will investigate:

a. The enployee's present ail nent.
b. The prognosis of the city physician.

c. The enpl oyee's record of sick tine used
in the past five years.

2. The unit commander will submt a Form 17 to
the Police Chief, through channels, noting:

a. The details of the investigation.

1) Include all accunulated sick tine
bal ance and usage during the
previous five year period.

b. Any recomrendation the unit commander
may have concerni ng the enpl oyee's
eligibility as a recipient of donated
tine.
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Once the Police Chief approves an enpl oyee
can receive donated tinme, the Form 17 w ||
be forward to the Safety Director for

consi derati on.

a. Upon approval by the Safety Director
the Form 17 will be forwarded to
Pl anni ng Secti on:

1) Planning Section will prepare a
Staff Note itemindicating official
approval of donated tine.

a) The Form 17 wll be forwarded
t o Personnel Secti on.

1] Personnel Section wll
informthe Fraternal Order
of Police by tel ephone.

b. If the recommendation is disapproved,
Pol i ce Personnel Section wll notify the
enpl oyee naki ng the request.

Sworn enpl oyees are eligible to receive
voluntarily donated tinme from division
enpl oyees (sworn and non-sworn), and

enpl oyees fromother agencies in the city.

a. Each division or city enployee w shing
to donate time will follow Section B. 4.
of this procedure.

Any divi sion nenber wishing to voluntarily
donate tinme for the benefit of an approved
recipient wll:

a. Submt an Application for Leave of
Absence (Form 25-S) to his unit
commander .

1) List the nanme and unit of the
beneficiary, the kind of tine being
donated (e.g., vacation
conpensatory tinme, or holiday tine),
and the nunber of hours being
donat ed.

a) Sick tine may not be donat ed.

2) The donor's rank and signature nust
appear on the Form 25-S.
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Unit tinmekeepers will forward the original
Forms 25-S for all donated tine to the
Fi scal and Budget Secti on.

a. Keep a copy of the Form25-S in the
donating officer's tine fol der.

As the donated tinme is credited to the

reci pient officer, Fiscal and Budget Section
will notify the donating nenber's and
recipient's unit conmmander.

a. Fiscal and Budget Section will return
the original Form 25-S to the donating
menber's unit commander for processing
pur poses and notify the recipient’s
commander of the nunber of hours
donat ed.

NOTE: Do not make a deduction fromthe
donor's tine records until notified
of use fromthe recipient officer's
unit conmander.

b. Recipient's unit commander will ensure
the Time Infornmati on Managenment System
(TIM5) and Relief Line-Up (if
applicable) are marked with the DNT
(donated tinme) synbol.

The unit commander of the eligible recipient
officer will report nmonthly to the Police
Chief, via Form 17, the total nunber of
hours credited to the recipient officer so
the credited tinme can be deducted fromthe
donated tine bal ance.

a. As such credits are applied (as tinme is
used), the recipient's unit commander
will notify the donating nenber's unit.

b. The unit's nonthly Form 17 report nust
reflect the recipient's name, unit of
assignnent, type of tine, and date the
time is to be used.

c. In no case will donated tinme be enpl oyed
to extend an enpl oyee's period of active
duty beyond a recommended retirenent
date, as established by the police
physi ci an.
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d. Upon notification by the recipient
enpl oyee' s unit commander, any donated
time processed and not needed by the
recipient due to retirenment, return to
duty, or other reasons will be returned
to the donor and unit records adjusted
accordi ngly.

Non- swor n Enpl oyees:

Per manent and provi sional enployees may
receive donated tinme under the follow ng
ci rcumnst ances:

a. It is alegitimte use of sick with pay
(SWP), not sick pay famly (SPF) or sick
pay death (SAD).

b. They have exhausted all of their own
SWP, vacation, and conpensatory tine.

c. Approval will not be allowed if the sick
enpl oyee is eligible for disability or
regul ar retirenent.

Ti me donated is deducted fromthe donor's
vacati on bal ance or conpensatory tine
bal ance, not SWP bal ance.

a. Any donated time processed and not
needed by the recipient due to
retirement, return to duty, or other
reasons will be returned to the donor
and unit records adjusted accordingly.

When a unit commander is inforned that a
non-sworn enpl oyee's sick tine, vacation
time, and conpensatory tinme credit has al
been or is about to be exhausted:

a. The unit commander will investigate the
prognosi s of the enployee's private
physi ci an.

NOTE: First secure a witten rel ease hy

t he enpl oyee to enable the private
physician to rel ease information
(patient/doctor confidentiality).

| f enpl oyee refuses, prepare a Form
17 with the appropriate
recommendati on for granting/not
granting donated tine.



Rev.

12. 830

1) The unit conmander may request a
physi cal exam nation by the city
physician if the enployee's injury
or illness is such that it my
interfere with the enpl oyee's work
per f or mance.

Upon conpl etion of the investigation,
the unit conmander will execute a Form
17 to the bureau commander noti ng:

1) The details of the investigation.

2) Any recommendation the unit
commander may have concerning the
enpl oyee's eligibility as a
reci pient of donated tine.

Upon approval of the bureau commander,
Pol i ce Personnel Section will prepare an
admnistrative tel etype nessage and a
Staff Note itemindicating the enpl oyee
IS requesting donated tine.

4. Each city enployee wishing to donate tine

wi |
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submt a Form 25-S indicating:

The nanme of the person to whomthe tine
i s being donat ed.

The nunber of hours bei ng donat ed.
The recipient's unit of assignnent.
The type of time being donated (e.g.,
vacation, holiday, or conpensatory

tinme).
1) Sick tinme may not be donat ed.
The fact that this is a voluntary

donati on of time.

The donor's classification and rank, if
appl i cabl e.



Rev.

5/ 00, Replaces 3/00

12. 830

Forward conpl eted Fornms 25-S through
appropriate city channels to the Fiscal and
Budget Section for processing. Keep a copy
of the Form 25-S in the donating enpl oyee's
time folder.

a. Fiscal and Budget Section will, in turn,
advise the recipient's unit tinmekeeper
as to the anmount of tinme donat ed.

The unit of assignnment of the enployee
receiving donated tinme will enter that
enpl oyee' s nane on the bi weekly Payrol
At t endance Report and indicate "Donated
Time" follow ng the enpl oyee's nane.

a. Do not deduct hours fromthe donor's
tinme records until notification is
received fromthe Fiscal and Budget
Secti on.

1) Fiscal and Budget Section w |
return the original Form25-S to the
donating menber's unit tinekeeper
for processing purposes.

2) If the donating menber's unit is
outside of the division, the Fiscal
and Budget Section will notify the
payroll clerk of the outside
donati ng agency.

Fi scal and Budget Section

a. Upon receipt of the bureau commander's
approval and conpl eted Forns 25-S,

Fi scal and Budget Section will initiate
a Form 17 to the Assistant Director of
Cty Personnel listing the follow ng

information for each donor:
1) Donor's nane.

2) Social security nunber.
3) Biweekly rate.

4) Hourly rate.

5) Nunber of hours donated.

6) G oss pay donated.
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b. The Form 17 will also include the
recipient's:

1) Nane.

2) Social security nunber.

3) Biweekly rate.

4) Hourly rate.

5) Nunber of donated hours received.

c. City Personnel will send a witten
verification approving the information
contained in the above docunent.

d. Fiscal and Budget Section will use each
Form 25-S as needed to credit the donee
with the appropriate hours, and process
the necessary paperwork to delete the
time fromthe donor.

e. Fiscal and Budget Section wll, at this
time, advise the donor's unit of
assignment to nmake the required
deductions fromthe donor's tine

records.

f. If the recipient enployee returns to
work for any length of time and incurs a
new illness or injury, or a recurrence
of the old illness/injury, the process
for requesting donated tinme nust be
r epeat ed.

C. Donated Ti me That Leaves the Divi sion:

1

Submt a Form 17 indicating the donor's
name, social security nunber, biweekly pay
rate, hourly pay rate, and the nunber and
type of hours donated directly to the
recipient's unit.

Recipient's unit will notify the donor's
unit when the tine is used so the vacation,
conpensatory tinme, or holiday tinme can be
deduct ed.
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D. Fraternal Order of Police Tinme Bank
1. On January 1 of each year, three hours of

conpensatory tinme will be deducted from each
sworn nmenber's conpensatory tinme bal ance.
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